Travel Vouchers

Travel Voucher Check Li st

See NFC Procedures Manual Title VI, System Access Manual ; Chapter 6, Trave
and Transportation; Section 1, Travel Online Data Entry, for specific
instructions on howto conplete the travel voucher. Mich of the infornation
is simlar to the AD-202. The information below is neant to be a reni nder of
itens to verify while conpleting the voucher

If the traveler was in travel status for |less than 12 hours, no
per di em can be cl ai ned.

Verify that the travel was within the dates specified on the
AD- 202 and that the receipts for |odging were for the |ocations
shown on the AD-202. The AD-202 will need to be anended before
doi ng the voucher if travel dates vary fromthe original AD 202,
or the hotel receipts are for towns/counties other than those
listed on the AD-202. Be sure that all expenses being paid on

t he voucher were authorized on the AD-202. (May check “Post -
Approval ” Bl ock on voucher to authorize mnor changes.)

| f purpose code 03 for training was used on the AD 202, include
the Trai ni ng Docunment Nunber fromthe SF-182 in BLOCK 10.

If the traveler used a personal credit card or cash to pay for
air transportation or car rental, the traveler is not entitled to
rei mbursenment for the conmon carrier

Travel er must have a receipt for every expense clai ned over $75.
Receipts are required for all lodging and comon carrier
expendi tures.

I f the voucher deviates from approved official travel itinerary,
reconstruction nmust be shown. Be sure to pay only according to
the constructed travel, and the follow ng statenment should be in

the “Remarks” section: “Deviation fromofficial travel was for
personal reasons and no extra expense to the governnent is

cl ai ned.”

For Donestic travel, only the actual roomcharge will be included
under “Lodging” (for per diemor actual subsistence) and state or
local taxes incurred will be included as a niscel |l aneous expense

on the AD-616 or AD-616R, Travel Voucher. For Foreign travel,
this breakdown is not necessary. |f the enpl oyee obtains | odging
away fromor outside the tenporary duty | ocation because of
personal preference or convenience, the allowable per diemwll
be limted to the maxi mum per diemrate authorized for the
tenmporary duty station. |If |odging accommopdati ons are not
available within the temporary duty | ocation, the agency
approving official may authorize, on a case by case basis,
lodging in an adjacent locality with a higher per diemrate than
that prescribed for the tenporary duty | ocation.

Check if the travel er has an outstanding travel advance that
needs to be applied to the voucher.

Verify that the correct accounting code is being used, especially
at fiscal year end

If meals were provided at no cost to the traveler, be sure to
nake appropriate deductions fromthe M&I E anounts.

Conpl eting the Travel Voucher

Prepare the back page of the travel voucher using Informs, PDF file | ocated



at or hard copy on an AD-616. Then, access the emul ate program \Wen you see
the following screen, press 11 to conplete a voucher followed by the enter
key on your numnber keypad:

TV00001 NATI ONAL FI NANCE CENTER 13:28: 24 04/ 01/ 03
TRAVEL SYSTEM (TRVL) MENU
( REMOTE)
MODE  TASK DESCRI PTI ON MODE  TASK DESCRI PTI ON
ENTRY 10 AUTHORI ZATI ON' ADVANCE REPORTS 30 | NQUI RY REPORT PRI NT

11 VOUCHER (TDY)
12 VOUCHER ( RELOCATI ON)

INQU RY 20 | NQUI RY MENU

ENTER TASK: 11

SELECT SPECIFIC TASK  ------ H T "ENTER' KEY
CLEAR= EXIT PF1= SI GNON SCREEN PF11= SELECT DOCUMENT
ENTER= PROCESS

The next screen will appear. Sanple entries are shown in bold

Tv01101 AD-616/SECTION A - IDENTIFICATION 08:33:10 04/01/03
TEMPORARY DUTY TRAVEL

1. AUTHORIZATION NO: 3Cs0336450008 2. SOCIAL SECURITY NO: 123 45 6789
3. NAME >> LAST: SINATRA FIRST: FRANCIS MI: A
4. AGENCY CODE: 03 5. AGENCY OON: AG03364505 6. TRAVELER OON:
7. TRAVEL DATES >> FROM: 03 21 03 THRU: 03 25 03 8.
TYPE CLAIM: DM 9. RECLAIM AMOUNT:

10. LEAVE TAKEN: N (Y/N) 11. TRAINING DOC NO:

CITY ST

12. OFFICIAL DUTY STATION>> MORRIS MN

13. RESIDENT >> MORRIS MN 14. POST APPROVAL: Y (Y/N)
15. TOTAL NIGHTS LODGING: 4 16.NO. OF NIGHTS IN APPROVED ACCOMMODATIONS:

SECTION B - MAILING ADDRESS OPTIONS
17 THRU 21 (Y/N)>> 17.SALARY CHECK: Y 18.T&A CONTACT POINT:

19.SPECIAL: 20.FOREIGN: 21.TRAVEL EFT ACCT:
ADDRESS:
ADDRESS:
CITY: ST: ZzI1P CODE:
ENTER REQUIRED DATA -- PRESS "ENTER" KEY TO PROCESS/ADD
CLEAR= EXIT PF1= MENU PF5= AUTH PF9= HOLD PF1ll= SELECT DOC
ENTER= PROCESS PF2= INQ PF8= HOLD & EXIT PF10= INIT

SECTI ON A- - | DENTI FI CATI ON

BLOCKS 1-3. Fill in the Authorization nunber, social security nunber and Nane
of the traveler. Enter last nanme, first name and mddle initial (Do not use
punctuation) Itens such as Jr., Sr., and Ill are to be shown as part of the



| ast name (e.g., Stone Jr). |If the enployee has a 2-part (double) |ast name,
separate one part fromthe other with a space. Do NOT include hyphens for
hyphenat ed nanes.

BLOCK 4. Agency Code is 03.

BLOCK 5.  AGENCY OON ( ORI G NATI NG OFFI CE NUMBER)
Should fill in automatically. (i.e. AG 03" followed by your node code -- AG
03 3645 05 for Morris, M

BLOCK 6. TRAVELER OON
Enter the OON of the traveler ONLY if it is different than the agency OON
shown in Bl ock 5.

BLOCK 7. DATES OF TRAVEL EXPENSES
Type in the travel dates in the format mm dd yy

BLOCK 8. TYPE OF CLAIM
DM - Donestic
FG - Foreign (even when conbined with domestic)
FT - Foreign Transfer
OC - Qutside continental U S. (Al aska, Hawaii, Puerto Rico, and Virgin
I sl ands, even when conbined with donestic)

GR - Escorted group
RT - Return Travel
TS - Transfer of Station

O - Qutside CONUS Transfer of Station

BLOCK 9. RECLAI M AMOUNT | NCLUDED
Leave this blank. All reclai mvouchers nust be mailed to NFC for nanual
processi ng.

BLOCK 10. LEAVE TAKEN
“N' for no. Key in “Y" when | eave is taken during the period of travel.

BLOCK 11. TRAI NI NG DOCUMENT NO.

Conplete this field if the purpose of the travel is for training (Code 3).
If the travel is for informal training not requiring NFC paynent through an
assi gned SF-182, leave this field bl ank.

BLOCK 12. OFFICI AL DUTY STATI ON
Key in the city and state of Oficial Duty Station.

BLOCK 13. RESI DENT
Key in City and State where traveler resides, if different than duty station.

BLOCK 14. POST APPROVAL | NDI CATOR

Enter a Yin this block to approve an expenditure(s), a change in itinerary,
or a change in travel dates on the AD-616 which were not authorized on the
AD-202. Enter an N or |eave the block blank if post approval is not
required.

BLOCK 15. TOTAL NI GHTS LODG NG

Enter the total nunber of |odging nights. Although the Hotel and Mdtel Fire

Saf ety Act of 1990 reporting requirements have been rescinded by the GSA as

of Septenmber 23, 1996, ARS policy requires reporting.

BLOCK 16. NUMBER OF NI GHTS I N APPROVED ACCOVMODATI ONS PER THE FI RE SAFETY
ACT STANDARDS

Enter the nunber of nights the traveler stayed in approved acconmopdati ons per

the Fire Safety Act Standards. Although the Hotel and Motel Fire Safety Act

of 1990 reporting requirenents have been rescinded by the GSA as of Septenber

23, 1996, ARS policy requires reporting.

Use of approved fire-safe acconmodations by governnment enpl oyees on official
busi ness:



This information applies to the hotel/notel |odging industry and to al
Federal agencies. The General Services Adnministration (GSA) and the
Federal Enmergency Management Agency (FEMA) are in partnership to ensure
all Federal travelers stay in fire-safe accommpdations. State and | oca
Governnents, corporations, and institutions are encouraged to al so adopt
simlar policies. The United States Fire Admi nistration (USFA), under
FEMA, mai ntains and publishes a National Master List (may be viewed at
www. usfa. fema. gov) of |odging properties that comply with the Hotel and
Motel Fire Safety Act. The Ofice of Governnentw de Policy, GSA is
responsi bl e for the Federal Travel Regul ation which, anong other things,
governs travel and transportation allowances for Federal civilian

enpl oyees. The |l aw requires hotel s/notels to neet two basic requirements
to be approved as fire-safe and conpliant: (1) every guestroom nust be
equi pped with a snoke detector permanently connected to AC power, and (2)
if the building is nore than three stores high, it nust have a ful
automatic sprinkler system Also by law, (2) it is required that al
Federal | y- sponsored conferences and neetings be held in fire-safe
properties, and (2) Federal agencies (by using the National Master List,
travel agents, travel agents, travel nmanagenent systens, and Gover nnent
contractor-issued travel charge cards) are to ensure that their enployees
are booked in approved places of public accomvpdation
(http://ww. usfa. fema. gov/ hotel /i ndex. ht m

SECTI ON B- - TRAVEL VOUCHER MAI LI NG ADDRESS OPTI ONS

BLOCKS 17-21. TRAVEL VOUCHER MAI LI NG ADDRESS OPTI ONS

Sal ary Address - Check this box to route the reinbursenment to the address of
el ectronic funds transfer routing (EFT) routing nunber where the enpl oyee
normal ly receives his or her salary paynent. This is the preferred option

t hat nost peopl e shoul d use.

Speci al Address - This block will nost often be used for non-governnent
travel ers.

Forei gn Address - Check this box to route the reinmbursenment check to a
special address in a foreign country. Enter the foreign street address on
Line 1. Enter the foreign city on Line 2. Enter the foreign country nane
and zip code (if any) in the Cty section of Line 3. Leave the state and zip
code bl ocks bl ank.

Travel EFT Account - Establish account in FFI'S. Check this box to route the
rei mbursenent to an EFT account other than the salary account. Then enter
the code used to identify the EFT account on Line 1 of Special Address. This
code consists of a 9-position routing nunber for the financial institution; a
1-position al pha character for the account type ‘C for checking and ‘S for
savings); and the traveler’s account nunmber (not to exceed 25 positions).
Leave Lines 2 and 3 blank. Do not show spaces or special characters in the
EFT account code. Note: The travel EFT account code will not be stored in
the Travel systemfor future use. Each tinme a traveler w shes to use the
travel EFT account address option, the travel EFT account bl ock nust be
checked and the full EFT account code must be shown on address Line 1


http://www.usfa.fema.gov/hotel/index.htm

Next screen:

TV01102 AD-616/SECTION C - TRANSPORTATION COSTS  08:35:44 04/01/03
TEMPORARY DUTY TRAVEL
22. METHOD OF 23. VENDOR/ 24. IDENTIFICATION 25. CAR RENTALS 26. AMOUNT
PAYMENT CARRIER NUMBER MILES DAYS
CcC AA 123456 58800
CcC HE 789043 150 300 10000
TOTALS: 150 300 68800
27. EXCESS FARE: (Y/N) NON CONTRACT: (0,1,2,3,4,0R SPACE)
OVERTYPE FIELDS TO BE MODIFIED ----- PRESS "ENTER" KEY
CLEAR= EXIT PFl= MENU PF8= HOLD & EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

SECTI ON G- - TRANSPORTATI ON COSTS

BLOCK 22. METHOD OF PAYMENT
Key in the nmethod of payment code for transportation tickets or car rental.
(CC for credit card, CH for cash, GV for GVTS)

BLOCK 23. VENDOR/ CARRI ER

For each nethod of paynment indicated, enter the code for the nane of the
vendor who provided the transportation or rental vehicle to the traveler

The airline carrier code is the initials shown on the airline ticket. Enter
“862333" for the Travel Mnagenent Center (TMC) Fee in the ldentification

bl ock if you do not know the TMC charge code. The rental vehicle vendor code
is the first two letters of the vendor’s nane.

BLOCK 24. | DENTI FI CATI ON NUMBER
Key in the car rental agreenment nunmber or transportation ticket nunber.

BLOCK 25. CAR RENTAL

Key in nunber of miles driven in the rental car and nunber of whol e days that
the rental car was used. Notes: Additional auto insurance cannot be cl ai ned
in accordance with the FTR Attach a copy of each car rental agreement to
the AD 616.

BLOCK 26. AMOUNT
Key in the actual cost of the transportation tickets or car rental expenses.
NOTE: Do not use decimals in anmbunts. $588.00 woul d be keyed in as 58800

BLOCK 27. Al RLI NE ACCOMMODATI ONS

Key in “Y" if excess fare is applicable (i.e., first class).

Non Contract: Key in “1" if space is unavailable on contract airline, “2" if
the schedule on a contract airline is inconsistent with Governnment policy, or
“3" if cost conparison substantiates the use of non-contract airline, or “4"
if rail service available, cost effective, and consistent with the mission.



Next screen:

TV01103 AD-616/SECTION D - CLAIMS 08:37:31 04/01/03
TEMPORARY DUTY TRAVEL

28. SUMMARY OF SUBSISTENCE >>

COUNTRY CODE CITY CODE CITY OR COUNTY STATE NO DAYS AMOUNT
BALTIMORE MD 550 67900
29. PER DIEM >> NO. DAYS: 550 67900
30. ACTUAL SUBSISTENCE >> NO. DAYS:

ENTER DATA THEN SELECT OPTION
CLEAR= EXIT PF1= MENU PF8= HOLD & EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

SECTI ON D- - CLAI M5

BLOCK 28. SUMVARY OF SUBSI STENCE
TDY Location. Key in city/county/state where the traveler incurred
subsi st ence expenses.

Country Code. |If the type of travel is FGonly, enter the 3-position nuneric
NFC- assi gned country code for the country of the TDY location. Leave this
bl ock bl ank for all other types of travel.

City Code. |If the travel is FGonly, enter the 4-position nuneric NFC
assigned city code for the city of the TDY | ocation. Leave this block bl ank
for all other types of travel.

 Travel Wthin CONUS
o|f alocality is a key city as identified in the per diemtables on
the Internet (www.gsa.gov), enter the city nane exactly as |isted,
i ncl udi ng punctuati on.
o|f alocality is not a key city but is located within a county
specifically listed on the Internet (ww.gsa.gov), enter the
appropriate county name exactly as listed including punctuation. Do
not enter the city nane.
o|f alocality is not a key city and is not |ocated within a county
specifically listed on the Internet (ww.gsa.gov), enter the city nane.
In this case, the traveler is entitled to CONUS rate.

« Travel to Areas Qutside of CONUS
If the locality is specifically identified in the Departnment of State's
(DOS) nonthly publication, Maxi mum Per Di em Al | owances for Foreign
Areas (http://wwv. dtic.ml/perdienpdrates.htm ), enter the city name
exactly as listed including punctuation.
o|f the locality is not specifically identified in DOS publication,

the traveler will be entitled to the per diemrate shown as Oher. Use
the rates/codes indicated for Oher, and enter the city nane in the
Gty bl ock.

BLOCK 29. PER DI EM

No. of Days. Enter the total nunber of per diemdays. Record fractional
days using 25, 50 and 75. Record whol e days using 00 behind the whol e nunber
(i.e. 5-1/2 days would be keyed in as 550). Enter anmpunts with no decinals
($612.00 is 61200)

BLOCK 30. RATE Enter the total nunber of actual subsistence days and
anount .


http://www.dtic.mil/perdiem/pdrates.html

Tv01104 AD-616/SECTION D - CLAIMS 08:48:30 04/01/03
TEMPORARY DUTY TRAVEL
AMOUNTS
31. MILEAGE >>RATE: 0105 MILES: 300 RATE: MILES:
RATE: MILES: RATE: MILES: 3150
32. PARKING, TOLLS, ETC: 2150
33. PLANE, BUS, TRAIN: 58800
34. UNACCOMPANIED BAGGAGE:
35. LOCAL TRANSPORTATION:
36. MISCELLANEOUS EXPENSES: 27500
37. CAR RENTAL:
38. TOTAL CLAIM: 159500
39. TRAVEL ADVANCE OUTSTANDING:
APPLIED TO OUTSTANDING >>
40. ADVANCE :
41. BILL FOR COLLECTION NO:
42 . ADDITIONAL ADV REPAID:
43. REMAINING ADV BALANCE:
44 . NET TO TRAVELER: 159500
OVERTYPE FIELDS TO BE MODIFIED ---—-- PRESS "ENTER" KEY
CLEAR= EXIT PFl= MENU PF8= HOLD & EXIT
ENTER= PROCESS PF7= PREV PF9= HOLD

BLOCK 31. M LEAGE

Rate. Enter the applicable nmileage rate in accordance with the FTR A
maxi mum of 4 rates may be entered. (Rate of $.36/nmile is entered as 0360)
Mles. Enter the total nunber of nmiles driven at each rate. Anpunt.

Mul tiply each rate by the applicable nunmber of nmiles. Add the resulting
products together and enter the cumul ative total amount to m | eage clai ned.

BLOCK 32. PARKING TOLLS, Etc.
Amount. Enter the total amount of parking, tolls, etc., clainmed.

BLOCK 33. PLANE, BUS, TRAIN (Paid by Travel er)

Anmount. Enter the total ampunt of conmon carrier transportation costs
claimed. A ticket, coupon, or other receipt is required. Note: Do not claim
rei mbursenment of transportation tickets purchased through GVTS.

BLOCK 34. UNACCOVPANI ED BAGGAGE
Enter the total amount of unacconpani ed baggage charges clained. A receipt
nust be attached to support the claim

BLOCK 35. LOCAL TRANSPORTATI ON
Enter the total ampunt of |ocal transportation charges clained.

BLOCK 36. M SCELLANEQUS EXPENSES

Enter the total amount of m scell aneous expenses clained. Expenses may

i nclude laundry charges (after traveling 4 consecutive nights); phone charges
$5/ day donestic, $15/day foreign; and work related Internet access charges.

BLOCK 37. CAR RENTAL

Enter the total amount of car rental expenses clained. A receipt and copy of
the rental agreenment for each incidence of car rental is required to
substantiate the car rental expense.

BLOCK 38. TOTAL CLAIM

Enter the sumof the amounts in Blocks 29 through 37. (If you just hit enter
inthis block, the programw |l calculate the total.) Note: If the voucher
is a reclaimvoucher, do not include the anbunt of expenses previously paid
in the Total C ai manount.



BLOCK 39. TRAVEL ADVANCE AMOUNT OUTSTANDI NG
Enter the travel advance anount outstanding at the tine of voucher
preparation.

BLOCK 40. AMI. OF VOUCHER APPLI ED TO OQUTSTANDI NG ADVANCE
Enter the anmount of the travel voucher claimto be applied to the traveler’s
out standi ng travel advance bal ance.

BLOCK 41. AMOUNT OF VOUCHER TO BE APPLI ED TO QUTSTANDI NG Bl LL FOR COLLECTI ON
If the travel er has been issued a Bill for Collection by NFC for a travel
overpaynment, the traveler may repay all or a portion of this bill through use
of this block. Enter the anount that is to be applied to the bill.

Bill No. Enter the Administrative Billings and Collections (ABCO bill
number to which a portion of the Total d aimanount will be applied.

BLOCK 42. ADDI TI ONAL ADVANCE AMOUNT REPAI D
Leave Bl ock 42 bl ank, as on-line users are not able to send a check with
voucher.

BLOCK 43. REMAI NI NG ADVANCE BALANCE
Enter the travel advance bal ance that remains outstanding after subtracting
the amounts in Bl ocks 40 and 42.

BLOCK 44. NET TO TRAVELER
Key in the ambunt the traveler is to receive.

Next Screen:

TV01105 AD-616/SECTION E - ACCOUNTING CLASSIFICATION 08:52:42 04/01/03
TEMPORARY DUTY TRAVEL

ACCOUNTING >> 45. AUTHORIZATION: (Y/N) 46. DISTRIBUTED: Y (Y/N)
PURPOSE CODE ACCOUNTING CLASSIFICATION CLAIM PERCENTAGE
04 3013645110 100

THESE PERCENTAGES MUST EQUAL 100 PCT

SECTION F - CERTIFICATIONS

48. CLAIMANT DATE: 03 30 03 49. FINAL VOUCHER: N (Y/N)
APPROVING OFFICER >>
51. SSN: 456 78 9012 52. DATE APPROVED: 04 03 03
53. PHONE >> AREA CODE & NO:( 320 ) 589 3411
54. NAME >> LAST: MARTIN FIRST: DEAN MI: B
TITLE: RESEARCH LEADER AGENCY CODE: 03
55. CONTACT PERSON >>NAME >>LAST: HEPBURN FIRST: AUDREY MI: A
56. PHONE >>AREA CODE & NO:( 320 ) 589 3411
OVERTYPE FIELDS TO BE MODIFIED ----- PRESS "ENTER" KEY
CLEAR= EXIT PFl1= MENU PF8= HOLD & EXIT

ENTER= PROCESS PF7= PREV PF9= HOLD




SECTI ON E- - ACCOUNTI NG CLASSI FI CATI ON

BLOCK 45. AUTHORI ZATI ON ACCOUNTI NG

Pressing “Y” in this block will charge the total voucher claimto the
accounting and purpose code(s) fromthe corresponding AD-202. NOTE: W are
instructed to always use distributed accounting (Block 46) so that the
accounting code shows on the voucher.

BLOCK 46. DI STRI BUTED ACCOUNTI NG

Key in “Y" if “N' was keyed in Block 45. Key in the purpose code and
accounting classification. Type in the percentage of the voucher to be
charged to each accounting code

SECTI ON F -- CERTI FI CATI ONS

BLOCK 47. CLAI MANT' S SI GNATURE
The cl ai mant nust sign this bl ock

BLOCK 48. DATE
Enter the date when the claimant turned in travel expenses and receipts.
Pronpt Paynent Act of 30 days begins at this point.

BLOCK 49. FI NAL VOUCHER | NDI CATOR

Al ways put “N for No. If “Y" is entered, the authorization will expire, and
for those agencies that obligate, all remaining funds will be deobli gated.
Enter an “N’ or leave this block blank if this is not the final voucher for
the AD-202. Note: Use of the Final Voucher can only be used for Types B, N
and C authorizations issued for one traveler.

BLOCK 50. APPROVI NG OFFI CER' S SI GNATURE

The approving officer must sign this block

Note: If the individual who will sign this voucher is serving as an acting
approving officer, the agency nmust show the acting individual’s nane, title
and social security nunber in Section F. Do not show the nane, title and
soci al security nunber of the individual for whom he/she is acting.

BLOCK 51. SCCI AL SECURI TY NUMBER
Key in the SSN of the Approving O ficer.

BLOCK 52. DATE APPROVED
Key in the date, using the midd/yy format, the approving officer signed the
travel voucher.

BLOCK 53. PHONE
Enter the area code and tel ephone nunber of the approving officer.

BLOCK 54. NAME AND TI TLE, AGENCY CODE

Name. Enter the last name, first nane and nmiddle initial of the approving
officer. The individual naned in this block nust be the same individual who
will sign the voucher in Block 50. Title. Enter the title of the approving
of ficer. Agency Code. Enter the code which identifies the approving

of ficer’s enpl oyi ng agency.

BLOCK 55.

Enter the first name, middle initial and |ast name of the person to contact
for information regarding this voucher, if this person is soneone other than
t he approving officer.

BLOCK 56.

Enter the area code and tel ephone nunber of the person to contact for
information regarding this voucher, if the nunber is different than the
approving of ficer’s nunber.

Print voucher, attach receipts and all notes on travel expenses. Mke a copy
of all. Send original to traveler for review and signature. Traveler signs
the original where indicated, and forwards it to the approving officer
(Supervisor, RL, CD, LAO or AD). Approving Oficer reviews and signs where



i ndicated and returns original set to secretary or clerk. Make photocopy of
conpl ete set and send copy of conplete set to traveler. Dependi ng on
location, if you transmit directly to NFC, retain original set in your
office. If the AOor LAOs office transnmits directly to NFC, send origi nal
set to them and retain a copy set for unit files.



Hel pful References for Travel:

ARI' S Manual , Chapter on FTIS (Foreign Travel Information System
Policies and Procedures (See http://wwm. af m ars. usda. gov/ ppweb/ for
current Policies & Procedures and Bull etins)

340.0 Del egations of Authority to Approve Travel

341.2 Accept ance of Travel Funds from Sources Qutside of ARS
342.1 Per Diem and Actual Subsistence Al owances

342.3 Travel Advances

343.1 Approval of Premium C ass Air Travel (ARS)

343.3 Procurenent of Passenger Transportation Services

343. 4 Contract Air Service

343.6 Use of U S. Flag Air Carriers for Foreign Travel

344.2 Forei gn Travel Plan (ARS)

345.1 Foreign Travel Itineraries (ARS)

345.3 Passport, Visas & Security Cl earances for Foreign Travel
Bul | etins

98- 310 Revi sions to the Foreign Travel Approval Process

98- 311 | mpl emrent ati on of Bank of America Visa Travel Charge Card

98- 313 Bank of America Visa Travel Charge Card Program

99- 303 Post Audit of Travel Vouchers

99- 309 Cancel ed/ Changed Airline Tickets and the Bank of America Visa
Travel Charge Card

99- 311 Federal Travel Regul ation Changes

00- 302 Rei nbur sement for Taxes on Lodgi ng Obtained i n OCONUS
(non-foreign) Locations.

00- 303 Mandat ory Use of the Government Contractor- |ssued Travel
Charge Card

00- 304 Conf er ence Pl anni ng

00- 305 Accept ance of Travel Expenses from Non-Federal Sources

00- 307 Reduci ng Travel Costs

01-302 Mandat ory Use of Travel Managenent Centers

01- 303 Codi ng Transaction Fees Assessed by Travel Management Centers
(TMC) on Travel Vouchers

01- 304 Responsibilities of Enpl oyees and Bank of America Designated
Agency Representatives for the Travel Charge Card

01- 305 Mandat ory Use of Travel Management Centers

01-310 Travel System (TRVL) Gui dance

01-314 Premi um Cl ass Transportation

02- 302 Frequent Traveler Benefits and Other Pronpotional Benefits

03-301 M| eage Rate |ncrease

03-302 Local Travel Expenses

Federal Travel Regulations (FTR) are on the Internet and will be nore current
than printed copy.
http: //ww. gsa. gov/

-- Nati onal Finance Center Bulletins
http: // ww. nf c. usda. gov/i ndex. ht m (sel ect “Pubs and Forns”)

-- Nati onal Finance Center Procedures Manual, Title Il - Voucher and
I nvoi ce Paynment Manual ; Chapter 2, Travel and Transportation
Paynments, Section 1, Travel System (updated 4/3/02)

-- Nati onal Finance Center Procedures Manual, Title VI - Systens
Access Manual, Chapter 6, Travel and Transportation, Section 1,
Travel Online Data Entry

-- Nati onal Finance Center Procedures Manual, Title VI - Systens
Access Manual ; Chapter 6, Travel and Transportati on Payments;
Section 3, Travel System Online Inquiry



http://www.ars.usda.gov/afm2/ppweb/
http://www.gsa.gov/
http://www.nfc.usda.gov/index.htm
http://www.afm.ars.usda.gov/ppweb/
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